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& October 1958

MEMORANDUM FOR: Director of Training

SUBJECT : Weekly Report #40
Assessment and Evaluation Staff
1-7 October 1958

1. Two meetings were held concerning the evaluation program
for the integrated JOT program, both called at _the request of c/PPS.
The first was attended by C/PPS, G/IS, from SIC, and
¢/JOTP, plus those on the A&E Staff con h this program.

It was generally agreed that there would be a two-part report, the
first part concerned with what the student learned in the course.
This part would go into the official personnel file. A second
part would be "Eyes Only", and contain information concerning.
attitudes, habits of work, etc. As a guide to the instructors

in preparing this part, a 1list of the kinds of things instructors
should be watching for, which had been drawn up by the A%E Staff
was introduced for discussion. The reaction to this was favorable}
all parties wanted time to study it.

The second meeting was attended by members of the ARE Staff,
C/PPS, and C/JOTP. This meeting reaffirmed the points of the
previous discussion, and firmed up the point that a training
evaluation folder would go from school to school containing both
parts of the training evaluation report. The time involved in
getting these from school to school was peinted out and accepted
as inevitable. It was agreed that great care would be taken by
the AXE Staff to maintain an informal system of communication on
material needed to reach the instructors and C/JOTP prior to
receipt of the training folder. Partirular_emnhaaﬁs was placed
upon the need for getting information promptly on

individuals needing special attention.

| ! who is acting as our coordinator for this program,
is currently comuacting appropriate school personnel to work out

details for instructor recording of observations during the course
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and for final evaluation reports themselves (see attachments).

He and the Registrar have agreed that we will take responsibility
for initiating the cumulative report folder that will move from
course to course.

2. Change in routing procedures for Training Evaluations:
As a result of changes in the organization of the DDP Training
Office, routing procedures for Training Evaluation Reports have
been modified. Evaluation Reports for all DDP personnel (except
TSS) are now being sent to DDP/TRO (specifically,
which now becomes a central point of reference for = =
cation on evaluation matters.

Summarizing this and other recent modifications of routing
procedure, "Office" and "Student™ copies of TER's are sent from
OTR as follows:

For T3S personnel to T8S training office
For all other DDP personnel to DDP/TRO

For all DDS personnel
(irrespective of "residence") to DDS Career/Training
office concerned
For all JOT's (irrespective
of “residence") to ¢/J0TP

For DDI personnel to DDI office concerned

It is interesting to note the recent emphasis in placing
Training Evaluation materials in the hands of Career Management
personnel. This was the intent of the new routing for DDS personnel,
effective two months ago. Career Management officers in the DDP
maintain the official personnel files, and thus receive the "record"
copy for their use.

3. Automation. L__ |CC/OS, on
the proposed effort to progr Tadecr mater or "gell-

learning™. is enthusiastic about the notion, particu-
larly in view of its advantages for the case officer's training

problems in the field. wants [:::::::::]to be

similarly briefed, after which we will work out a plan for studying

present Tradecraft instruction with reference to "machine" programmuing.

Chief, Assessment and Evaluation Staff
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GUIDE_FOR INSTRUCTOR OBSFRVATION BEFORTS ON JOT S

tr A LA

During the JOT formal training program, you will have considerable
contact with the JOT's undergoing training. Your major function, of eourse,
is to caryy out your teaching mission toward accomplishment of course ob-
jectives. Also, you have responsibilities for evaluating students’ course
achievemant. As an integral part of your teaching aciivity, you will be
obzervin; attitudes, work methods, habits, and personal relations of at
least svze individual JOT's. Your ohservations can be an important supple-
ment to other information in aiding the placemsnt, training, and supervision
of JOT's. The specific kinds of observations that can be helpful will be
detailed below.

The Ingtructor’s Unique Perspective.

The particular velue of your cbgervations stems from your unique
yratage point in extended, dey-to~dey instructional contact with JOT's
¢3 they go through their formal training. As a mature observer of human
seings you can furnish not only an important, but & necessary, supplement
to other infermation.

How Your Observation Feports Can Be Uged.

In combination with other relevant information, your observation
reports can aid the JOT Staff ia their career management of JOT's. That
staff has to make judgments, of course, about the kinds of tasks for which
any particular JOT is best and least sulted. This decision concerns assign-
ment not only to a major componant but within a component. Alsc of great
importance are judgments about the kind of supervision most and least appro-
priate for an individual. In some ceses, this consideration 1s of even
more significance than job placsment as such.

Some observation reperts may be particularly useful to instructors in
succeeding courses by revealing effective and ineffective ways of teaching
ecertain students.

What Kinds of Obgervat nel Information Are Relevant?

In determining what kinds of observatlons should be recorded, the
gareer management and teaching decisions suggecsted above can well be kept
in mind. To give more specific guidance on the kinds of observations that
can be useful, the following scmewhat extensive 1ist of questions and ltems
is presented. At first glance, this 1list may seem somewhat overwhelming, so
let us hasten to point out that any such comprehansive coverage is not ex-
pected on even one JOT. Rather, it 1s expected that, in any single course,
there may well be some JOT's on whom there will be no coverage, many JOT's
for whom there will be observations on a few ltems, and a few JOT's observed
in regard teo several items. While this 1list is extensive, it 1s meant to be
only suggestive and is obviously not exhsustive. You should certainly record
any observation which you judge to be particularly significant, even though
it may not be precisely related to ome of the questions or items on the list.
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Skills
Effectivensas of oral and
written expression.
S5kill in persusding others.
ObjJectivity of jJudgment, psrticu-
larly of judgments of othars

Hopk Methods '
How and to what sxtent does he
plan s task bafers starting 1t?

How and to what axtent does he work

in an srpenized manner?

What kinds of instructionsl help
does he seek? How? How often?

How stesdily doas he work?

How promptly does he get down to
worlk?

How efficlently does he pace his
affortalt

Doas he meet desdlines?

dagocdatlons with Others

Gragariouns vs. "lone wolf{®
tendencics,

Initiative and lesdership in
relations with others.

Nature of perticipation in a
group or team task: lead?
domirate? facllitate pertici-
pation of others? passive?
{other?)

Acceptance of or reslatence to
diraction,

Any frictions with students
or ghaffi?

Attitndes and Interests

Towaxrd his tralning.

Toward the Agency.

Towsrd respactive kirnds of Agency
tagks and assigoments.

Toward particuler countries and
particular nationsl groups.
Any indications of snobbishness?

Compatitive attitudes.

Sengitivity to contemporary affairs.

Ethical and woral concerns about
certaln Agency activities.

Enthusissm end receptiveness to new
ideas and information vs. resigtance,
cyniclam, indiffarence.

Babitz of Action

Active vs. passive role in course
situations.

Independence of judgment and of
action,

Reaction to ocriticlsm.

Reections to frustrations. What,
if anything, upsets him?

How seaily ils he distracted, by what?

Fenmily or other personsl concerns
that might affect course psrformance.

One further note about what kinds of observations sre pertinent. It is
not very helpful to think in terms of looking for ®good® or "bad" actions and
attitudes. In most instences what is "good"™ ox appropriate for one purpose
way be "bad® or ineppropriste for snother purpose, snd vice versa. The baslc
focous is rather on what the student does, how he does 4t, and how he fesls

sbout whet be is dolng.

¥achanics of recoriing Cbhservations.

Rt a4

The aitached form for recording observations is simple and, for the
most part, sslf-explavatory. What is desived 1s a factusl description of
vhat you obgerved the student do or gay. The valus of a report is particu~
larly dapendent on recording the observation while it is still fresh in your
mind. A% the ssme time there may be ocomsions when it will weke botler sense

| Gl C~R—E-T
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to you to write & report only after & series of obssrvations; however, it
should be recogniszed that increased delay in recording can markedly affect
aceuracy and completenesa. You may wish to sccompany your cbservation

report with a generslization, interpretation, or conclusion. While these
are most welcoms {though certalnly not required), they should not be used
ag & substlitute for the direot observation report. Just as with intelli-
gencs reporting, interpretations and comments should be clearly identified

&g such.

While a couwrse ia in progress, the observation reports can be cumilated
in the individusl student files for that course. At ths ond of the courss
the repurits can then be passed on to the JOT and the AGE Sisffs for inte~
‘gration with all their other information about respective JOT!s,

S<f~C~R-E-T
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INSTRUCTOR UBSERVATION REPOHT

Date of

Student's Nama Observetion

Course and situation in
which ohaasrved

s

deacription of what was observed

‘omnents or Interpretation (eptional)

Pate of
report , Instructor

Solml ~R-f~T
J
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GUIDE LINES FOR FINAL TRAINING EVALUATION REPORTS
IN THE JOT FORMAL TRATHING PROGRAM

The finel training evaluation report prepared on each JOT at the end
of each course should conslst of two parts, as follows:

Part, Y - Achiovement Record

l. This should presume to desceribe the studenttsy accompliahe
- ment of the course objechives,

2o This will consist of grades and/or narrstive cieacriptiono

3o For each subject in which a grade is given, the mmber
of gtudents receiving each grede should be indicated.

Part, Il -Supplementary Commenta

1. This will include observations and Judgments about
personality characteristics: attitudes and interwsts 2
work mothods, relations with others » habits of actlon.

2. As one basis for preparing this sectien, instructors
will have their oun observation roports made during
the comrse,

3o All courses require students to do certain kinds of
writing and o engage in certain kinds of oral expression,
Therefors, this section should inelude commurita sbout
writing and speaking akills; if not already ineluded in
Part I: Achlevement Rscord. The comuants belong in
Part II for those courses which do not have development
of these skills as a delibarate course objective.

Lo In shorter courses, particularly the cne-wsok Introdusiion
to Intelligence, this section would be axpecied on fur,
if any, students. However, in the longer couraes 1t
would be expected on most, if not all, students.

Note: See attached sample format.

CoeOumBen P T n Do T [onTon T e,
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TRAINING EVALUATIOR

(Course Title) (Covrse Dates)

Ho. of
Sex students .o s

Name

DESCRIPTION OF COURSE
(A brief statement of course scope, mothads, and objectives)

¢

ACHIEVEMENT RECORD

{Grades snd/or nerrative deseription)

TRECTOR OF TRAINING {Signature)
FOR THE D Chiaf Trstruetor
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or ST WEER T e AV Y

S5 ~B~T
EYES omLY -

SUPPLEMENTARY COMMENTS

{Coursa Titls) {Coni‘ee Dates)
Ho., of
Nm Sax ﬁtmauts ooy

This supplement to the raport of student achievement is Intended for
the information and guldance of DIR, C/J0TP, end others in OIR who
have uge for it in connsetion with the training end career management
of the JOT concernsd. It ias not transmitied to the individual's

official Agonecy persomnel file. It is not intended that this supple-
ment be shown to the student.

{Signature)

Chiaf Instructof
YRS ORLY

SeE-QR~E-T
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